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ACQUI SI TI ON
| MPACT CREDI T CARD

Summary: This SOP prescribes responsibilities and uniform
procedures for inplenenting and wusing the Departnment of
Def ense purchase credit card wthin the Arizona Arny Nati onal
Quard.

I nterim Changes: Interimchanges to this SOP are not official
unl ess published by the USPFO For Arizona, Purchasing &
Contracting Ofice, AZAA-PFP. Interim Changes shall be
destroyed on their expiration dates unless sooner rescinded
or superseded.

Applicability: This SOP applies to the Arizona Arny National
Quard credit card holders and billing officials.

Suggested | nprovenents: Users are invited to submt coments
and suggested inprovenents in witing to AZAA- PFP.

This SOP supersedes AZ Arny National Quard Decentralized
Car dhol der SOP, dated May 2002.
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ARl ZONA ARMY NATI ONAL GUARD
DECENTRALI ZED CARDHOLDER STANDARD OPERATI NG PROCEDURES
FOR USE OF THE
GOVERNMENT W DE COMMERCI AL CREDI T CARD

Chapter 1

1.1 PURPCSE: To provide instructions on the proper use of
the GSA Government Wde Credit Card | AWt he Federal
Acqui sition Regulation (FAR) (Attachnment A),the
Depart ment of Defense Federal Acquisition Regul ation
Suppl enrent (DFARS), the Arny Federal Acquisition
Regul ati on Suppl ement (AFARS) (Attachment B), the
Nat i onal Guard Federal Acquisition Regulation
Suppl enent (NGFARS) (Attachnment C) and Departnent of
Arnmy SOP.

1.2 SCOPE: These procedures apply to the Arizona Arny
Nat i onal Guard contracting office, credit card users,
billing officials and their commanders.

1.3 OBJECTIVE: Use of the nmasculine gender in this
St andard Operating Procedure is used to indicate both
genders to reduce adm nistrative | oad.

1.4 USE: In accordance with Arny Federal Acquisition
Regul ati on Suppl ement, Subpart 5113.2 (Attachnent B)
and National CGuard Federal Acquisition Regul ation
Suppl enent, Subpart 13.301 (Attachnent C), the credit
card SHALL be used for ALL mcro purchases under
$2, 500. 00.

The credit card is strictly for official U S. GOVERNMVENT
PURCHASES ONLY. Use for other than official governnent
business will result in inmmediate cancellation of the card.
The credit card is specially marked FOR OFFI CAL USE ONLY so
that it won't be m staken for a personal credit card.

1.5 REFERENCES:



a. Federal Acquisition Regulation (FAR), Parts 8
(Attachnent A) and 13.

b. Arny Federal Acquisition Regulation Suppl enent
(AFARS) 5113.2 (Attachnment B).

c. National Guard Federal Acquisition Regul ation
Suppl enment (NGFARS) 13.301 (Attachnent C).

d. Departnent of Arnmy SOP, 31JULO2
1.6 TRAI NI NG

Al'l cardholders and billing officials are required to attend
a MANDATORY bl ock of instruction on Ethics, Mcro Purchase
Procedures and the proper use of the card. Additionally,
cardhol ders are required to sign: an Ordering Oficer
Authority letter which states spending limts, type itens
aut horized to be purchased and designated Billing Oficial;
a Procurenment Integrity Certificate; and a Joint Ethics
Regul ation (DOD 5500. 7R) st atenent.

Chapter 2

2.1 SAFEGUARDI NG CREDIT CARDS:. Credit cards will be
treated in the sane nmanner as cash. The credit card
is the cardholder’s responsibility and they are
personally liable for any m suse of their card.

2.2 LOST OR STOLEN CREDI T CARDS: A cardhol der who | oses or
has his credit card stolen, will imediately notify
the bank @ 1-888-994-6722. In addition to notifying
t he bank, the cardhol der nmust also notify his billing
official WTH N ONE WORKDAY after discovery of the
| oss or theft of the card. The billing official is
then required to nake a witten report to the Agency
Program Coordi nator WTHI N FI VE WORKDAYS. The report
will include conplete information as to the date the
| oss was di scovered, the |location where the |oss
occurred if known, the purchases that the cardhol der
had nade prior to the loss and any other information
that may be consi dered pertinent.

Chapter 3



3.1 HOWTO OBTAIN A CREDI T CARD: I ndividuals nust have a
conpl eted Cardhol der Set-Up formon file with the
Agency Program Coordi nator submtted through their
appropriate Billing Oficial. Requests wll be
revi ewed and when approved, the Agency Program
Coordi nator will contact the individuals for any
addi tional information needed and notify them when the
next MANDATORY credit card class will be held.

Chapter 4

4.1 CARDHOLDER RESPONSI BI LI TIES: The credit card is
assigned to the cardhol der ONLY and is enbossed with
the cardhol der’s nanme. Cardhol der’s CANNOT give/l oan
it or release the nunber to another individual to use.
The cardhol der is required to personally and physically
make each purchase.

4.2 ORDERI NG OFFI CER AUTHORI TY: The Ordering Oficer
Aut hority letter defines the cardhol der’s spendi ng
limts and type of itens authorized to purchase. The
cardhol der is responsible for conplying with these
limts. Letter also states who the cardhol der’s
designated billing official is.

a. SPENDING LIMTS: The cardholder will be assigned a
single purchase Iint (not to exceed $2,500.00),
whi ch is the maxi mum anount authorized to spend on
any single purchase. A nonthly purchase limt,
which is the total authorized to spend in any given
nmonth. A nonthly office limt, which is the anount
that a billing official is authorized in any given
nonth for ALL the cardholders for which he is
responsi ble, will also be assigned.

b. If the cardholder determ nes his spending limts
are insufficient, he should notify his billing
official in witing justifying an increase/ decrease
to his limts. The billing official will contact
t he Agency Program Coordi nator via nenorandum
requesting to have limts changed.

c. The cardholder is further responsible for adhering
to Sinplified Acquisition Procedures in accordance
wi th the Federal Acquisition Regulation (FAR) and
all appropriate suppl enents.

REMEMBER, this card is for OFFI Cl AL GOVERNVENT USE ONLY, it
is not a personal credit card.

4.3 | TEMS NOT AUTHORI ZED TO PURCHASE UNDER ANY
Cl RCUMSTANCES OR REQUI RE PREPURCHASE APPROVAL:



This |ist

identifies the nost conmon categories of
requi renents that are prohibited or
pr e- pur chase approvals.
Car dhol ders shoul d cont act
purchasing any itens that seens questionable or
appear ance of being inappropriate.

requi re sone form of

It is not all-inclusive.

| ocal authorities prior to

may have the
Prior to making a

purchase that could cause one to question the appropriate

expendi ture of taxpayers’

pr e- pur chase approval

4.4 PRCH BI TED | TEMS

a.

Cash Advances

Travel Rel ated
Pur chases

Rental or Lease

of Land &

Bui | di ngs

Fuel

Repair of Leased
Vehi cl es

G fts/ Menent os

Tel econmmuni cati on
Syst ens

Constructi on
Servi ces > $2000

Wre Transfers
Savi ngs Bonds
Forei gn Currency

Dating & Escort

noney, cardholders will obtain

fromthe appropriate authority.

Money orders, traveler checks, and
gift certificates are al so consi dered
to be cash advances and shall not be
pur chased by cardhol ders to obtain
itens from nmerchants who do not
accept the GPC

This includes rental /| ease of notor
vehi cl es associated with travel or
tenporary duty, purchase of airline,
bus and train tickets, meals, drinks,
| odgi ng, or other travel/subsistence
costs associated with officia

Gover nnent travel

Avi ation, diesel,
oil for aircraft.

gasol i ne fuel or

Repairs on | eased or GSA fl eet
oper at ed vehi cl es.

The purchase of gifts/nenmentos for

i ndi vi dual s.

Maj or tel econmuni cati ons systens such
as FTS or DSN



Servi ces

m Betting, Casino
Gam ng Chi ps,
O f-Track Betting

n. Transactions with
Politica
Organi zati ons

0. Court Costs,
Alinmony, Child
Support

p. Fines

g. Bail and Bond
Paynent s

r. Tax Paynents

s. Untreated Wod Whod used for packaging and crati ng
cannot be procured after 10 Cctober
02 unless it is treated for
Par asi t es.

4.5 | TEMS REQUI RI NG PRE- PURCHASE APPROVAL

a. Printing FAR 8.802 prohibits directly
contacting comercial sources.
Def ense Automated Printing Service
(DAPS) is the nmandatory source for
all printing/ reproduction services
over $1, 000. 00.

b. Hazardous Material Approval from FMO Environnent a
Ofice (267-2665) regardi ng current
VBDS.
C. Phar maceuti cal Prior to purchasing other types of
Items (DA Form medi cal supplies, contact
2765) Supervi sor Supply Systens Anal yst
(267-2839).
d. ADPE Supplies & Al'l ADPE accessories require
Accessori es approval fromDAO M Autonated Data

Processi ng Equi pnent (i.e.;
conputers, hardware, etc. (Refer to
Attachnent E).

e. Er gonom ¢ Rel at ed I njury should be verified by



f.

and Low- vi sion
Equi prment

Per sonal Purchases

Bottl ed Water
Servi ces

Subsi st ence/ Food

Tr ophi es, Awar ds,
Pl aques, and
Menment os as give
away itens for
hails & farewel | s
and O her

Cccasi ons

medi cal docunentation and

supervi sor’s approval nust be
obt ai ned before purchasing. Before
usi ng agency funds, we recomend
that the Conputer/El ectronic
Accomodat i ons Program (CAP) office
first be considered as they may
approve and thus fund the purchase.
CAP is a centrally funded program
and provi des ergonom c rel ated

equi pnrent and | ow vi si on equi pnent

for all DOD enpl oyees. The point of
contact is Ms. Dinah Cohen. Emil
address: Di nah. Cohen@na. osd. m | .
Wb Site:

http://ww. tricare.osd. ml/cap/

Cardhol ders are prohibited from
purchasing itens for persona
conveni ence/ not for official

Gover nnment use and non m ssion
essential with the purchase card.
This includes, but not limted to,
al | appliances, handhel d/ portable
el ectroni c devices, clothing, and
seasonal decorations. These itens
shoul d be purchased through

enpl oyee col |l ecti ons and/ or
personal funds.

Cardhol ders are prohibited from
purchasi ng bottl ed water service
with their purchase card.

Limted Exception: |If an agency has
a report, froman outside water-
testing agency, determ ning that
the drinking water is harnful if
consuned.

Refer to DCSLOG LO

Cardhol ders are prohibited from
pur chasi ng gi ve-away itens.

Limted Exception: The purchase of
gi ve-away itens in support of

enpl oyee recognition progranms or by
recruiters may be authorized if
acconpl i shed w thin authorizing
regul ati on or an approved awards
program



] - Busi ness Cards Cardhol ders are not authorized to

pur chase busi ness cards.

Limted Exception: A DOD neno

dat ed August 28th, 1998 authorizes
the printing of business cards
usi ng exi sting software and agency-
purchase card stock for use in
connection with official
activities.

4.6 PURCHASI NG

a.

=

Purchasing will be done in accordance with ALL
Acqui sition Regulations and Sinplified Acquisition
Procedures noted in paragraphs 1.1 and 1.5 of this
SOP. Prior to nmaking any purchase, ensure funds
are avail able and obtain any/all required pre-

pur chase approvals with your billing official.
When meki ng a purchase, the cardhol der nust retain
ALL charge slips and item zed receipts to
reconcile his statenent at the end of the nonth.
Any di screpancies will be handled as stated in the
Di screpancy Procedures, Chapter 7 of SOP.

The cardhol der is responsible, at the tine of
purchase, to ensure that ALL charge slips are
properly conpleted (ie: date, nonenclature, dollar
anount, etc). Cardhol der nust al so ensure that
there is a brief description, not just a part
nunber, for each item purchased on the sales slip.
I f vendor is unable to provide an | TEM ZED

recei pt, the cardhol der MJST annotate information
on back of sales slip. |If itens were purchased
from ot her than MANDATORY sources, receipts MJST
be docunented as to why devi at ed.

The item zed sal es recei pts nust be retai ned by
t he cardhol der and attached to their nonthly
statenent. |If receipts are |ost/ m splaced, a
written explanation nust be attached to their

st at enent expl ai ni ng what was purchased and what
happened to the docunentation. |If receipts are
| ost/ m splaced on a recurring basis, the credit
card coul d possibly be suspended.

Al'l credit card purchases are sales tax exenpt.
The State of Arizona however, does charge a
Transaction Privilege Tax in accordance with
Section 42-5061 (L) of the Arizona Revised
Statutes and the United States Governnent is



required to pay “» of this Privilege Tax. Refer to
(Attachnent F) to determ ne what tax rate applies
to the area fromwhich you are purchasing. |If the
cardholder is charged a rate greater than % of the
Privilege Tax, it is the sole responsibility of

t he cardholder to return to the vendor to have the
addi tional charge renoved in the formof a credit
to his card.

4.7 MONTHLY RECONCI LI ATI ONS: The week follow ng the cl ose
of the billing cycle, (23 of each nonth), the
cardhol der will receive a Statenent of Account
(Attachnment G fromthe bank. The cardhol der will
review this statenment and attach ALL receipts for each
purchase/credits shown on statenent; sign the back
certifying accuracy; and forward to his billing
official as defined in the Odering Oficer Authority
| etter within THREE BUSI NESS DAYS of receiving the
statenent. (NOTE: |F CARDHOLDER IS LATE, THEY WLL BE
WARNED; LATE AGAIN, THE CREDIT CARD W LL AUTOVATI CALLY
BE CANCELLED). |If cardholder is unavailable to sign
their statenent (ie: |eave, training, travel), he
should forward all receipts to his billing official
prior to leaving. The billing official will indicate
NOT AVAI LABLE TO SIGN and initial in cardhol der’s
si gnat ure space.

4.8 JUSTIFICATION: If requested by the USPFO Purchasing &
Contracting Division or his billing official, the
cardholder will justify the requirenent for any
guesti oned purchase.

Chapter 5

5.1 BILLING OFFI Cl AL RESPONSI BI LI TIES: The billing
official is responsible for review ng his cardhol ders’
statenments each nonth to ensure all credit card
transacti ons were authorized, proper and required and
certifying as such so that paynent can be nmade. Wen

the billing official certifies paynent can be nade, he
is asserting that all purchases are correct, were
aut hori zed and required to fulfill m ssion

requi renents, did not exceed the cardhol ders’
single/nonthly purchase limts, were not split to
circunvent the single purchase Iimt and ALL itens
account abl e on property book if required.

a. SPENDI NG LIMTS: Wien the cardhol der determ nes his
spending limts are insufficient, the billing
official shall request an increase/decrease to this
limt by contacting the Agency Program Coordi nat or
via nmenmorandum  The Agency Program Coordi nator is



the only person authorized to change cardhol der
limts.

MONTHLY RECONCI LI ATl ONS:

1.

Billing Oficials will, at the beginning of each
nont h, input an estinmated expenditure amount to
the AFCOS, O her Reservations screen. The
correct Standard Docunent nunber and accounti ng
classification as provided to the billing
officials will be used. This wll be backed up
with a sequentially nunbered Transmttal Letter
(T/L) sent to USPFO Accounting Ofice to

aut hori ze noving the reservation into
obligations. This can be done either nonthly or
att he begi nning of the year with 12 nont hs of
estimations and one T/L. The obligation nust be
posted to the State Accounting Budget and
Reservati on System (SABERS) before the paynent
is made by Conmercial Accounts.

. The week followng the close of the billing
cycle, (23" of each nonth), the billing official
wll receive a billing statenment (Attachnent H)

detailing all cardhol der’s transactions assi gned
to them | MVEDI ATELY date/tine stanp, review,
sign, date and attach appropriate funding
citations referencing the correct nonth.

Forward original NLT the 10" of the nmonth or the
next working day to Commercial Accounts, AZAA-
PFC- VP for paynent and a copy to Purchasing,
AZAA- PFP. DO NOT hold statenent while waiting
for cardhol der statenents.

. The billing official nust sign the back of his

statenent to authorize paynent and by so doi ng,
certifies that He understands he will be
responsi bl e for repaying the organization for
any purchases that do not neet the requirenents
as determned by later audit and/or
reconciliation. He should al so understand that
the Disbursing Oficer will charge interest for
| at e paynents.

Failure to conply with procedures in a tinmely
manner WLL result in cancellation of authority,
t hus | eaving cardhol ders unable to utilize their
car ds.

. I ndividual cardhol der’s statenments and ori gi nal

i nvoi ces nust be reviewed, approved, signed and
forwarded within two working days to Purchasing,
AZAA- PFP.



Chapter 6
SMALL PURCHASE PROCEDURES:

6.1

Uilize mandatory sources of supply in order of
priority as stated in FAR Part 8, (Attachnment D)
and DCSLOG LA, giving preference to RECYCLED itens.

Each single purchase nay be conprised of multiple itens
but the total (to include shipping charges and any
appropriate taxes) cannot exceed the single purchase
dollar limt ($2500.00) as stated in the cardhol der’s
Ordering Oficer Authority letter.

Orders WLL NOT BE SPLIT to avoid the single purchase
limtation.

When meki ng a purchase, it is the cardhol der’s
responsibility to determne if the price is fair and
reasonable. This can be done by conparison wth other
vendors or catal og pricing.

Dur abl e/ non expendabl e itens nmust be accounted for on
the property book.

Pur chases shall be distributed equitably anong
qualified suppliers. |If practical, a quotation shal

be solicited fromother than the previ ous vendor before
maki ng a repeat purchase.

Pricing is to be obtained on an or equal basis. The
| east expensive itemthat neets your m ni mum needs
shal | be purchased.

Do not accept a gratuity. Acceptance of gifts and/or
favors designed to influence the cardhol der’s
inpartiality is not authorized.

Avoi d purchases from a governnent enployee, such as a
Nat i onal Guard nenber who has a famly owned busi ness.

Vendors who do NOT accept the Visa credit card and al
ot her avenues to secure supplies/services are
exhaust ed, use of CONVEN ENCE CHECKS may be aut hori zed.
(Cont act USPFO Purchasi ng @ 267-2849).

Chapter 7
DI SCREPANCY PRCCEDURES:

7.1

When a cardhol der di scovers an incorrect anount has
been charged for purchases or the itemis identified as
bei ng defective, the cardholder will inmediately seek

10



to resolve the problemdirectly with the vendor. |If

not resolved within sixty days, conplete a STATEMENT OF
QUESTIONED | TEM form (Attachnment 1) indicating the
nature of problem (ie: incorrect anount charged, non-
receipt of item etc.) One copy should be retained by
t he cardhol der and attached to their nonthly statenent
when recei ved; one copy forwarded to AZAA-PFP with al
recei pts and; one copy forwarded to billing official.
Oiginal mailed to:

| MPAC GOVERNMVENT SERVI CES
PO BOX 6347
FARGO ND 58125-6347

Chapter 8
DI SCONTI NUI NG CARDHOLDER USE:

8.1 Wen a cardhol der | eaves the agency or noves to anot her

office, notify the billing official | MVEDI ATELY to prevent
delays in billing.

11
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